
 
 

 
 

Virginia Learning Center 
How to document the cancellation of a classroom event 

 
Step 1:  Click on Responsibilities 
 

 
 
Step 2:  Click on Search & Create Content 
 

 
 
Step 3:  Type in the course number desired in the Search for box and then click Search 
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Virginia Learning Center 
How to document the cancellation of a classroom event (continued) 

 
Step 4:  Click on the title of the course you desire 
 

 
 
Step 5:  Click on Schedule & Manage Sections 
 

 
 
Step 6:  Click on the section of your choice 
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Virginia Learning Center 
How to document the cancellation of a classroom event (continued) 

 
Step 7:  Click on the Edit button adjacent to Events in the Events tab 
 

 
 
Step 8:  Click Edit underneath the action tab 
 

 
 
Step 9:  Delete the words in the Event Title and put on of the following: 
 

 Cancelled – 1  

 Cancelled – 2 

 Cancelled – 3 
 
Cancelled -1equates to cancellation due to low enrollment 
Cancelled – 2 equates to cancellation due to trainer issue 
Cancelled – 3 equates to cancellation due to a facilities issue (power outage, weather, etc.) 
 

 

Step 10:  Click Save 
 

 
 


